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AGRNCY RECORDS MANAGEMEND PROGRAM

SANUARY - DECHMBER 1959

PART I - Program Highlights
1. OBLIGATIONS FOR WILING CAHINENS REACH ZERO

The year 1999 was a pignificant one in ¢LIA for records management.
Por the first time in the Agency’s nistory, a fiscal year ended during
which not a single dollar was obligated for the purchase of filing cab-
inets. 1In contrast, obligations in 1954 and prior years were over $%
million each year, and in L1400 thrcugn 1458 they were about $200,000
yearly. The reduction of obligations +o zero in FY 1959 is expected
+0 be repeated during the current fiscal year.

These pteady reductions in equipment costs resulted primarily from
increased attention to threc aspects of records management: (1) the
retirement of lnactive records to the Agency Records Center; (2) the
prompt destruction of temporary records in offices; and (3) the close
gerutiny of equipment usc. Area Records Officers and the people they
gserved played major roles in achicving these cost reductions. It 1s
also significant that the volume of paperwork in the Agency increased
during the same period these cost reductions occurred.

2. RECORDS MANAGEMENT RELIEVES SI'ACE PROBLEM

ltecords management again contributed to "holdling the line" on
requirements for additional headquarters offlce space. Over 27,000
square feet of flcor space were made available for current and expand-
ing operations by removing lnactive records Irom oftices and by using
gpeclalized space saving 1iling tecbnigues. Agaln, Area Records
Officers and other operating personnel deserve a major share of the
credit for this achievement.

4. AGENCY FORMS INVENTORY HRLD 10 2,00

An ipportent function of records maoagement is the removal of
cbhsolete forms from the Agency’s inventory. This activity is essential
to offset the steadily increasing demsnd for forms, and the mounting
costs to procure stock and handie them. In 1509, the purging activity
hit a new high; 339 forms werce iiminated for an eight year total of
1,421, Only by this dogged and contlnuing review has the Records
Management Staff becn able to noid the agency's inventory to a low
figure of arocund 7,000 forms.
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. VITAL MATERIALS AND RECORDS CENIER OPIERATIONS CONSOLIDATED

7o caplitalize on the exceitent tacilities of the Records Center
and the number ot people there that could perform both Records
Center and VM operations, a decision was made to consolldate the two
functions. Other advantages of the move are the elimination of one
popition and the release oi' supply storage space needed by the statlon.

5. RECORDS CENTEKR ACILVILY INCRUASES 66%

The Records Center received i7(,U2Y cubic feet of records in 1959,
5,686 cublc feet, or 60%, more than in 1958. Coincidentally, there
was an identical percentage ol Lhncreasc in the volume of reference
sad service activity at the Center. 'These increcases were handled
without additional personnel or overtime.

G, RIECORDS MANAGEMENT TRALNING INCREASED

11, the bellef that records management 1s everybody's business, or
shated another way, that components creating paperwork should share
coually in managing it, the Records Management Staff stepped up its
Lraining program. lMoreover, a steady decline in the number of people
on the Records Management Statt from 26 in 1954 to 17 in 1959:

(1) calls for greater Program participation Dy Ares Records Officers
und other operating personncl, and (2) increases the demand for records
managers who have the qualliications to direct attention to the full
cycle of paperwork, from its creation to its final disposition.

7,  RICORDS MANAGEMENT PROGRAM GIIS TOP-LEVEL SUFPORT

sparked by a DCL staft meeting presentation, glven by the Chlef,
Management Staff, Mr. Dulles expressed full support to the Program
and directed that immedistc measuree be taken to reduce records
noldings. Directives from Depuily Directors and Operating Officials
gave further ilmpetus to increasing records disposition activity at
headquarters.

5, AJENCY RECCRDS MANAGEMEND LNFLUBNCHS GOVERNMENT AND INDUSTRY

he influence ol the Hocords pavagement Program and 1ts partici-
pants was not coni'ined cnbirely Lo CLA during Lyvy. In recognition
of thelr professiovnal standing, wembers ol’ the Stat? were called upon
Lo direct or participate in programg of the National Archives and
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8, AGENCY RECORDS MANAGEMENT INTFLUENCES GOVERNMENT AND INDUSTRY (Cont'd)

Records Service, the Inter-agency Records Administration Conference,
and the American Management Association. In addition, through their
relationships and exchanges of ideas with their counterparts in other
agencies, Records Management Staff personnel regularly contributed

to the general advancement of records management in Government.

PART IT - Summary of Activities

1. Management of Record Making

During 1959, 1,352 forms analysis projects were conducted, involving
205 new, 298 revised, and 829 reprinted forms. Typical benefits from
these and other forms analysis projects were:

a, Eliminated clerical effort valued at $4,000 in the pre-
paration and handling of Personnel Record Questionnaires,

b, Collaborated with the Supply Division on purging 79 non-
otandard forms from its operations.

¢, Eliminated 12 nonstandard safe check sheets and replaced
them with the official Agency form.

d. Simplified and reduced the si1zc of the Request Tor Internal
Training form. Color coding of shcets will clarify copy
requirements and eliminate the yearly preparation of some
20,000 Torms.

¢, Tmproved the Employee Zuggestion form by providing for:
(1) Window cnvelope transmittal, (9) speedier preparation
of the form and completion of the acknowledgement cection
by the suggester, and (3) dizcemination of information
on the Ouggestion Awards Program,

. Redesigned the Travel Order form and developed a companicn
worksheet., The workshect serves as a roughf draft and check
List, thus speeding Travel Order processing. Beventeen non-
gtandard work sheets were eliminated by the standard form.
Also, the number of copies in the Travel Order set was re-
duced from 12 to 9.

e G R T
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1. Management of Record Making (Cont'd)

2. Further advanced the improvement and standardization of
information reports by revising the Agency "hot" information
report format. This format was the last one not complying
with the common format. Other actions in thils significant
Pield included:

(1) Adoption of the common format by Army, which
undoubtedly will induce other members of the
commmity to adopt the format.

{2) Improvements in the quality of report masters,
and in their care and handling, which sub-
stantially lowered the retyping incidence.

{3) Reduction in shipping costs.
{}) Speedier reproduction of reports.

nh. Purther improved the general management of forms.

A survey of 334 overseas forms resulted in discontinuing
18, removing 13 from the overseas category, and revising
45 more. The has activated as the forms
supply point for all NE stations. This is the third
supply point of this kind. Indices of overseas forms
were published quarterly. Steps were taken tc increase
the accuracy and timeliness of the Agency forms catalog.

In 1959, Reports Management and Correspondence Management were
continued as intepgral elements of the Reccrds Management Program, but
on a limited basis because of emphasis on other Program activities.
Instruction in reports and correspondence management was given to
on-the-job trainees., In addition, these Program elements were given
further coverage through evaluation of employee suggestions, promotion
of labor saving typists supplies, and completion of a Staff membexr's
assignment with the U. 3. Government Correspondence Manual Committee.

2. Management of Record Kecping

Close attention to the use of both standard and specialized filing
equipment again paild dividends in 1959. Actions such as the following
prevented purchases of an cstimated $62,75%9 worth of additional equip-
nent ;

a. Replaced seven card-safes with seven card-cabinets in a secured
area.

Seti- QR - 1=
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2. Management of Kecord Keeping (cont‘d)
h. Arvanged for the return of lerring-Hall-Marvin safes to stock
in exchange for Remington Rand sates, thus preventing the
marcnase of 100 Herring-ilall-Marvin gafes for use oversesas.

¢, Recommended the purchasc of an open tray card tile costing
only $134 in tleu of wechanized equipment costing from $875
Lo $1,150.

4. Recommended cancellation ot a reguisition tor $7,000 worth of
mechanized ©11ling equipment considered nonessential.

=, {onstructed a filing station from stock items thus preventing
the purchase of $2,000 worth of card filing equlpment.

P Bxamined a sampling of about 3,000 safe check sheets and
identifled 20 pieces of unused or seidom used filing equipment.
The return to stock of this equipment and the cancellation of

a requisition for two saeyes avoluded equipment purchases

rotaillng $9,380.

Pen additional sneli tile instailationsg were completed. There are
aow 22 dnstallations, 20 in Headquarters and two in the field.
Bight other installations are under cceansideration, four T WIIITL are
in fleld statlions. Benefits from the ten installations completed in
1959 were:

Hotal capaclty belore I'lling

{(1iocar fect of records) 1,670
total capacity after shelf £iling

{tinear tcet ol rocoris) 2, h96
Percentapge of increase in filing capacity L9%

Lodq. B, oot tleor srace originally required (35
total Sq. L. of floor space now required for

pholf ) Ling 02
iercentace of decroass lu ooy spaca roquired 59%
Vaiue of L reptarcd iy shell

Pl by et Lomead sad o barned o ogioch B9, 86l
Ooalt of she! ! Piiin ool po Q. 3he
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2, Management of Record Keeping {cont'd)

Progress continued toward converting administrative files to the
Agency standard subject-numeric system. Two approaches were taken in
1959: (1) Actual conduct of conversions by Records Management Staff
persomnel, and (2) workshop training of files personnel. Eight
systems were installed through the first method, for a total of 200
installations in headguarters, ouft of a potential of 359. The second
approach, a collaborative effort with the Office of Training, should
result in a considerable number of additional installations. Three
workshops were conducted, attended by 126 people from 31 offices.

An unclassified version of the Agency handbook on subject-numeric
£iling was 8&lso published for use of workshop trainees and overseas
personnel.

Other improvements in record keeping were:

a. Converted logging systems in two oftices from bock methods
to 3" x 5" mail control forms. In addition, a revision of
Form 240, Courier Receipt and log Record, increased 1ts use
as a logging, transmitting, and receipting form.

b. TInstalled case file systems 1n three Management Staff 0 & M
offices.

c. Revised the filing system of an office in SR/DDP, thus
providing additional working and filing space and reieasing

two card safes for return to stock.

3. Management of Records Disposition

lmphasis on improving existing Records Control Schedules contimied
in 1959. Schedules for five offices were audited and revised by the
Records Management Staff. Four other schedules, sudited or developed
by operating components, were reviewed by the Staffl.: In addition, 25%1
the Staff surveyed records under jurisdiction of DD/P and developed
four schedules. The three mos® signiticant of these schedules covered
records of CS Support Staffs, the 5,000 rabic feet of predacessor
agency records held in DD/P srchives, and records of the |

The application of Records Ccontrol Schedules by Operating Offices
accomplished the transfer of 17,029 cubic feet of records from head-
quarters office space TO the Rescrds Center. This was a record volume,
surpassing by 5,686 cubic feet, or 66%, the amount transferred in
1958. This 17,029 cubic feet of records, if retained in headquarters,
would have called for the procurement of more than 2,100 pieces of
£iling equipment costing over $553,000, and would have regquired around
17,000 square feet of floor space. Operating Offlces also reported the
destruction of 10,252 cubic feet of records in office aresms, for an
additional on-the-spot avoidance of rabinet purchases and files
Q¥pansion.

ey
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b, fecords Center Operations

Ve 17,009 cubic feot of records trancterred to the Center browghh
Lol the Lobtal roceived sines the beginning of operabicigegyg
in 195, The romovar ot this volume trom headquarters olfices has

Avoided the purchase of an cotimated & 3/ million worth ot rTiling
eabinets, This estimate 1s substantinted by Lhe cost reduction aguares
cited omaer "Program Highlights™ on page onc ol this report.

Records Center holdings at bhe end of 1959 totallea 573,205 cubic
feet, rfor a net increase of 12,103 cubic teet over the volume on hand
4L the beginning of the year., 'Tho net pain off 12,103 cublie fect rather taws
17,029 cubic feet (1959 receipts) resulted from applying fecords Jut-
frol sehedules to the destruction of 4,926 cupic feet of recoris at
Lhe Center, In thousands of cubic fect, the ratio off receipbs Lo acu-
Lrnetions for the pact tour years has boen 11T to b, 10,6 to M4, LI,
Lo fLF, and 7.0 to 1.9,

Taring 195G, 152,459 itoms wors Puraioed reguees b r/ srow e ler
holdinge.  Shig redsrence workload wes an increacc ot %% over thnt
56, and coincidentally paralicled hho percontage o anmoreses i
volome of rocords received ub Lhe Cooter,

ot 1

Ll

oo cope witin binia ancreascd work load, and to grnerally ancreds
operating elfTiciency at the Ceviter, ohteps were btaken tod (LY Ulrease
Line accountability tor W& documernts, (27 vimplity the proc-vcoiong o

Adling ol Delentoric Tnte Tlagence armd nil mate rial, (5) provii

cevice on DR/ rocords whics vormerly wer avarloen e only Lo
!

poreonnel, Lo oopee doup bt buriang O e pOgable FelOlho, ool
eohuce priory by rofcrenics regio el hooan v abacl moaimur,
- Tatal Matorialo Progrom

Varthor progross e mode LOwa Tl mproy g, Thee o rOEYGIE G s
CLeamliniap opernbions ob Lo repon i Loy Pypileal eproveunss bl
L Dolod

A The rovicoon of S opoeit el dulos Yor biroo oiliees .

b necommendnlons Lo b Unanminda, ol fow e rials

Commitlee, Yor lmproving b S TnLe Lhgeonee Dolloetio

¢ Correction ol A defacienty an deporaiing vital matorials wits
special and Reotriched Jaba claveitiealions,

i vranctor of the Yo Program from G 25X1
Lo Uhe Menopoment Stot, and coriolivation ot vN Gperallom

wibh Lrose of U fecorde Qentor, thercby climinatoing o

DOL L0
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6. Records Management Overscas

q ITDY assignment by a Records Management Staff —
analys T e overseas records management program. The major

accomplishments from this assignment werc:

a. Acguired invaluable microfilming experience and solved several
problems on developing microfilm.

L. Developed a Station Records Control Schedule which: (1) s-
tablished precedents for future scheduling of overseas reCcOTUS,
(2) revealed that only one-tenth of one percent of the Statioun
records deserved permanent retention, (3) disclosed that about
90% of the Station records were duplicated at Headquarters,
and (4) pointed up conflicts between records managemcnt
objectives and current field regulations.

c. Destroyed ten cubic fect of records and determined that another
26 cubic feet could be destroyed upon approval of the Records

Control Schedule by Headguarters.

d. Recommended a redistribution of clerical and scceretarial help
to improve work flow and equalize work loads.

e. Proposed that a ficld position be established for a Nl Area
Records Officer.

‘(. Program Promotion and Staff Development

Tn 1959 considerable emphasls vas placed on increasing the
effectiveness of Arca Records Officers. Three Records Officer meetings
were held, including a two day conference at In addition, elgnt 25X1
Records Officers received a total of 2,200 hours of orientation and
on-the-job training, and eight attended the two week American University
Records Managenment Institute.

Within the Records Management Staff, attention was directed toward
increasing the generalist qualificatlons of apalysts. Thivrtecn Records
Center people were given o one day cricentation on current records
management activities. Pwo nembers of the Records Management Staif
attended the Records Management Instilube and one completed the Lfour
week American University Archives Adminisiration ITnstitute. Also,

Records Management Stafl personnel regularly attended various conferences
ond seminars sponsorcd by local professional sociletics and institutions
of higher learning. 25%1

In 1959, as in past years, the Records Management Program was publi-
cized and promoted regularly through support Bulletin g;ticles, the
Support Services exhiblt, presentations by the Chiefl, Yamapsenent Stafl,
and frequent contacts with key opo - L

TN

Chief, Records Management oTaLL
e
S-0-C =R~
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